Instructions to Offerors
Non-Construction

U.S. Department of Housing
and Urban Development
Office of Public and Indian Housing

Attachment 11
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1. Preparation of Offers

(a) Offerars are sxpected to examine the statement of work, the
proposed contract terms and conditions, and all instructions. Failure
to do so will be at the offeror's risk.

(b) Each offeror shall furnish the information required by the solicita-
tion. The offeror shall sign the offer and print or type its name on the
cover sheet and each continuation sheet on which it makes an entry.
Erasures or other changes must be initialed by the person signing the
offer. Offers signed by an agent shall be accompanied by evidence of
that agent's authority, unless that evidence has been previously
fumished to the HA.

(c) Offers for services other than those specified will not be consid-
ored.

2. Submission of Offers

(a) Offers and medifications thereof shall be submitted in sealed
envelopes or packages (1) addressed to the office specified in the
solicitation, and (2) showing the time specified for receipt, the solicita-
tion number, and the name and address of the offeror.

(b) Telegraphic offers will not be considered unless authorized by the

solicitation; however, offers may be modified by written or telegraphic
notice.

(c) Facsimile offers, modifications or withdrawals will not be consid-
ered unless authorized by the solicitation.

3. Amendments to Solicitations

(a) It this solicitation is amended, then all terms and conditions which
are not modified remain unchanged.

(b) Offerors shall acknowledge receipt of any amendments to this
solicitation by
(1) signing and returning the amendment;
(2) identifying the amendment number and date in the space
provided for this purpose on the form for submitting an offer,
(3) letter or telegram, or
(4) facsimile, if facsimile offers are authorized in the solicitation.
The HA/HUD must receive the acknowledgment by the time
specified for receipt of offers.

4. Explanation to Prospective Offerors

Any prospective offeror desiring an explanation or interpretation of the
solicitation, statement of work, etc., must request it in writing soon
enough 1o allow a reply to reach all prospective offerors before the
submission of their offers. Oral explanations or instructions given
before the award of the contract will not be binding. Any information
given to a prospective offeror concerning a solicitation willbe furnished
promptly to all other prospective offerors as an amendment of the
solicitation, if that information is necessary in submitting offers or if the
lack of it would be prejudicial to any other prospective offerors.

5. Responsibility of Prospective Contractor

{a) The HA shall award a contract only to a responsible prospective
contractor who is able to perform successfully under the terms and
conditions of the proposed contract. To be determined responsible,
a prospective contractor must -
(1) Have adequate financial resources to performthe contract, or
the ability to obtain them;

(2) Have a satisfactory performance record;
(3) Have a satisfactory record of integrity and business ethics;
(4) Have a satisfactory record of compliance with public policy
"(e.g., Equal Employment Opportunity); and
(5) Nothavebeen suspended, debarred, or otherwise determined
to be ineligible for award of contracts by the Department of
Housing and Urban Development or any other agency of the
U.S. Government. Current lists of ineligible contractors are
avallable for inspection at the HA/JHUD.

(b) Before an offer is considered for award, the offeror may be
requested by the HA to submit a statement or other documentation
regarding any of the foregoing requirements. Failure by the offerorto
provide such additionalinformation may renderthe offeror ineligible for
award.

6. Late Submissions, Modifications, and Withdrawal of Offers

{a) Any offer received at the place designated in the solicitation after
the exact time specified for receipt will not be considered uniess it is
received before award is made and it -

(1) Was sent by registered or certified mail not later than the fifth
calendar day before the date specified for receipt of offers
(e.g., an offer submitted in response to a solicitation requiring
receipt of offers by the 20th of the month must have been
mailed by the 15th);

(2) Was sentby mail, or if authorized by the solicitation, was sent
by telegram or via facsimile, and it is determined by the HA/
HUD that the late receipt was due solely to mishandling by the
HA/MUD after receipt at the HA;

(3) Was sent by U.S. Postal Service Express Mail Next Day
Service - Post Office to Addressee, not later than 5:00 p.m. at
the place of mailing two warking days prior to the date specified
for receipt of proposals. The term “working days” excludes
weekends and U.S. Federal holidays; or

(4) is the only offer received.

(b) Any modification of an offer, except a modification resulting from
the HA's request for “best and final” offer (if this solicitation is a request
for proposals), is subject to the same conditions as in subparagraphs
(a)(1), (2), and (3} of this provision.

{c) A madification resulting from the HA's request for “best and final”
offer received after the time and date specified in the request will not
be considered unless receivedbefore award andthe late receipt is due
solely to mishandling by the HA after receipt at the HA.

(d) The only acceptable evidence to establish the date of mailing of a
late offer, modification, or withdrawal sent either by registered or
certified mailis the U.S. ar Canadian Postal Service postmark both on
the envelope or wrapper and on the original receipt from the U.S. or
Canadian Postal Service. Both postmarks must show a legibie date
or the offer, modification, or withdrawal shall be processed as if mailed
late. “Postmark” means a printed, stamped, or otherwise placed
impression (exclusive of a postage meter machine impression) that is
readily identifiable without further action as having been supplied and
affixed by employees of the U.S. or Canadian Postal Service on the
date of mailing. Therefore, offerors should request the postal clerk to
place a hand cancellation bull's-eye postmark on both the receipt and
the envelope or wrapper.

(e) Theanly acceptable evidence to establish the time of receipt atthe
HA is the time/date stamp of HA on the offer wrapper or other
documentary evidence of receipt maintained by the HA.
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(f) The only acceptable avidence ta establish the date of mailing of a
late offer, modification, or withdrawal sent by Express Mail Next Day
Service-Post Office to Addressee isthe date entered by the post office
receiving clerk on the "Express Mail Next Day Service-Post Office to
Addressee” label and the postmark on both the envelope or wrapper
and on the original receipt from the U.S. Postal Service. “Postmark”
has the sams meaning as defined in paragraph (c) of this provision,
excluding postmarks of the Canadian Postal Service. Therefore,
offerors should request the postal clerk to place a legible hand
cancellation bull's eye postmark on both the receipt and the envelope

or wrapper.

(9) Notwithstanding paragraph (a) of this provision, a late modification
of an otherwise successful offer that makes its terms more favorable
to the HA will be considered at any time it is received and may be
accepted.

(h) 1f this solicitation is a request for proposals, proposals may be
withdrawn by written notice, or if authorized by this solicitation, by
telegram (including mailgram) or facsimile machine transmission
received at any time before award. Proposals may be withdrawn in
person by a offeror or its authorized representative if the identity of the
person requesting withdrawal is established and the person signs a
receipt for the offer before award. If this solicitation is an invitation for
bids, bids may be withdrawn at any time prior to bid opening.

'}'. Contract Award

(a) The HA will award a contract resulting from this solicitation to the
responsible offeror whose offer conforming to the solicitation will be
most advantageous tothe HA, costor price and otherfactors, specified
elsewhere in this solicitation, considered.

(b) The HA may
(1) reject any or all offers if such action is in the HA’s interest,
(2) accept other than the lowest offer,
(3) walve informalities and minor irregularities in offers received,
and (4) award more than one contract for all or part of the
requirements stated.

(c) If this solicitation is a request for proposals, the HA may award a
contract on the basis of initial offers received, without discussions.
Therefore, each initial offer should containthe offeror’s bestterms from
a cost or price and technical standpoint.

(d) A written award or acceptance of offer mailed or otherwise
fumished to the succasstul offeror within the time for acceptance
specified in the offer shall result in a binding contract without further
action by either party. If this solicitation is a request for proposals,
befarethe offer's specified expiration time, the HA may accept an offer,
whether or not there are negotiations after its receipt, uniess a written
notice of withdrawal is received before award. Negotiations conducted
after recelpt of an offer do not constitute a rejection or counteroffer by
the HA.

(e) Neither financial data submitted with an offer, nor representations
concerning facilities or financing, will form a part of the resulting
contract.

8. Service of Protest

Any protest against the award of a contract pursuant to this solicitation
shall be served on the HA by obtaining written and dated acknowledg-
ment of receipt from the HA at the address shown on the cover of this
solicitation. The determination of the HA with regard to such protest
or to proceed to award notwithstanding such protest shall be final
unless appealed by the protestor.

9. Offer Submission

Ofters shall be submitted as follows and shall be enclosed in a sealed
envelope and addressed to the office specified in the salicitation. The
proposal shall show the hour and date specified In the solicitation
for receipt, the solicitation number, and the name and address of
the offeror, on the face of the envelope.

it is very important that the ofter be properly identified onthe face
of the envelope as set forth above in order to insure that the date and
time of receipt is stamped on the face of the offer envelope. Receiving
procedures are: date and time stamp those envelopes identified as
proposals anddsliver them immediately to the appropriate contracting
official, and only date stamp those envelopes which do not contain
identification of the contents and dsliver them to the appropriate
procuring activity only through the routine mail delivery procedure.

[Describe bid or proposal preparation instructions here:]
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Cestifications and
Representations

of Offerors
Non-Construction Contract

Attachment 12

U.S. Department of Housing
and Urban Development
Office of Public and Indian Housing

Public reporting burden for this collection of information is estimated to average 5 minutes per response, including the time for reviewing instructions, searching
existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.

' This form includes clauses required by OMB’s common rule on bidding/offering procedures, implemented by HUD in 24 CFR 85.36, and those requirements
setforthin Executive Order 11625 for small, minority, women-owned businesses, and certifications for independent price determination, and conflict of interest.
The formisrequired for nanconstruction contracts awarded by Housing Agencies (HAs). The form is used by bidders/offerors to certify tothe HA's Contracting
Officer for contract compliance. If the form were not used, HAs would be unable to enforce their contracts. Responses to the collection of information are
required to obtain a benefit or to retain a benefit. The information requested does not lend itself to confidentiality.

1. Contingent Fee Representation and Agreement

(a) The bidder/offeror represents and certifies as part of its bid/
offer that, except for full-time bona fide employees working
solely for the bidder/offeror, the bidder/offeror:

(1) [ has,[_]has not employed or retained any person or
company to solicit or obtain this contract; and

(2) [_] has,[ ] has not paid or agreed to pay to any person
or company employed or retained to solicit or obtain this
contract any commission, percentage, brokerage, or other
fee contingent upon or resulting from the award of this
contract.

(b) If the answer to either (a)(1) or (a) (2) above is affirmative,
the bidder/offeror shall make an immediate and full written
disclosure to the PHA Contracting Officer.

(c) Any misrepresentation by the bidder/offeror shall give the
PHA the right to (1) terminate the resultant contract; (2) at its
discretion, to deduct from contract payments the amount of any
commission, percentage, brokerage, or other contingent fee; or
(3) take other remedy pursuant to the contract.

2. Small, Minority, Women-Owned Business Concern Rep-
resentation

The bidder/offeror represents and certifies as part of its bid/ offer
that it:

() [ is, [Jis not a small business concern. “Small business
concern,” as used in this provision, means a concern, includ-
ing its affiliates, that is independently owned and operated,
not dominant in the field of operation in which it is bidding,
and qualified as a small business under the criteria and size
standards in 13 CFR 121.

(b) C_1is, [_] is not a women-owned small business concern.
“Women-owned,” as used in this provision, means a small
business that is at least 51 percent owned by a woman or
women who are U.S. citizens and who also control and
operate the business.

(c) [ is, [] is not a minority enterprise which, pursuant to
Executive Order 11625, is defined as a business which is at
least 51 percent owned by one or more minority group
members or, in the case of a publicly owned business, at least
51 percent of its voting stock is owned by one or more
minority group members, and whose management and daily
operations are controlled by one or more such individuals.

For the purpose of this definition, minority group members are:
{Check the block applicable to you)
] Black Americans [™1 Asian Pacific Americans
[_] Hispanic Americans  [__] Asian Indian Americans
[] Native Americans [] Hasidic Jewish Americans

3. Certificate of Independent Price Determination
(a) The bidder/offeror certifies that—

(1) The prices in this bid/offer have been arrived at indepen-
dently, without, for the purpose of restricting competi-
tion, any consultation, communication, or agreement
with any other bidder/offeror or competitor relating to (i)
those prices, (ii) the intention to submit a bid/offer, or
(iii) the methods or factors used to calculate the prices
offered;

(2) The prices in this bid/offer have not been and will not be
knowingly disclosed by the bidder/offeror, directly or
indirectly, to any other bidder/offeror or competitor be-
fore bid opening (in the case of a sealed bid solicitation)
or contract award (in the case of a negotiated solicitation)
unless otherwise required by law; and

(3) No attempt has been made or will be made by the bidder/
offeror to induce any other concern to submit or not to
submit a bid/offer for the purpose of restricting competition.

(b) Each signature on the bid/offer is considered to be a certifi-
cation by the signatory that the signatory:

(1) Is the person in the bidder/offeror’s organization respon-
sible for determining the prices being offered in this bid
or proposal, and that the signatory has not participated
and will not participate in any action contrary to subpara-
graphs (a)(1) through (a)(3) above; or

(2) (i) Has been authorized, in writing, to act as agent for the
following principals in certifying that those principals
have not participated, and will not participate in any
action contrary to subparagraphs (a)(} through (a)(3)
above (insert full name of person(s) in the bidder/offeror’s
organization responsible for determining the prices of-
fered in this bid or proposal, and the title of his or her
position in the bidder/offeror’s organization);

(ii) As an authorized agent, does certify that the princi-
pals named in subdivision (b)(2)(i) above have not par-
ticipated, and will not participate, in any action contrary
to subparagraphs (a)(l) through (a)(3) above; and
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(iii) As an agent, has not personally participated, and will
not participate in any action contrary to subparagraphs
(a)(1) through (a)(3) above.

{c) If the biddet/offeror deletes or modifies subparagraph (a)2
above, the bidder/offeror must furnish with its bid/offer a
signed statement setting forth in detail the circumstances of
the disclosure.

4. Organizational Conflicts of Interest Certification

(a) The Contractor warrants that to the best of its knowledge and
belief and except as otherwise disclosed, it does not have any
organizational conflict of interest which is defined as a
situation in which the nature of work under a proposed
contract and a prospective contractor’s organizational, fi-
nancial, contractual or other interest are such that:

(1) Award of the contract may result in an unfair competi-
tive advantage;

(i) The Contractor’s objectivity in performing the con-
tract work may be impaired; or

(iii) That the Contractor has disclosed all relevant infor-
mation and requested the HA to make a determination
with respect to this Contract.

(b) The Contractor agrees that if after award he or she discovers
an organizational counflict of interest with respect to this
contract, he or she shall make an immediate and full disclo-
sure in writing to the HA which shall include a description of
the action which the Contractor has taken or intends to
eliminate or neutralize the conflict. The HA may, however,
terminate the Contract for the convenience of HA if it would
be in the best interest of HA.

(c) In the event the Contractor was aware of an organizational
conflict of interest before the award of this Contract and
intentionally did not disclose the conflict to the HA, the HA
may terminate the Contract for default.

(d) The Contractor shall require a disclosure or representation

from subcontractors and consultants who may be in a position -

to influence the advice or assistance rendered to the HA and
shall include any necessary provisions to eliminate or neutralize
conflicts of interest in consultant agreements or subcontracts
involving performance or work under this Contract.

5. Authorized Negotiators (RFPs only)

The offeror represents that the following persons are authorized
to negotiate on its behalf with the PHA in connection with this
request for proposals: (list names, titles, and telephone numbers
of the authorized negotiators):

6. Conflict of Interest

In the absence of any actual or apparent conflict, the offeror, by
submission of a proposal, hereby warrants that to the best of its
knowledge and belief, no actual or apparent conflict of interest
exists with regard to my possible performance of this procure-
ment, as described in the clause in this solicitation titled “Orga-
nizational Conflict of Interest.”

7. Offeror's Signature

The offeror hereby certifies that the information contained in
these certifications and representations is accurate, complete,
and current,

Signature & Date:

Typed or Printed Name:

Title:
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Attachment 13

PART | DEPARTMENT OF PERSONNEL SERVICES 8.665
STATE OF HAWAII

Class Specifications
for the Class:

SECURITY OFFICER |

Duties Summary:

Patrols a regularly assigned area to enforce laws, rules and regulations for the
protection and security of property and to maintain a safe environment; investigates
violations, apprehends violators, issues citations, makes citizen arrests and reports
unusual or irregular conditions; and performs other related duties as assigned.

Distinguishing Characteristics:

Positions in this class, after an initial orientation and training period, patrol
assigned areas and enforce laws, rules and regulations for the protection and security
of property and to maintain a safe environment for other workers, the public and others
in the assigned area.

Positions enforce facility rules and regulations as well as general laws, respond
to complaints, investigate suspicious circumstances, issue citations, detain, apprehend
and/or arrest persons observed violating laws, rules and regulations; and prepare
reports.

Positions in this class are uniformed and may carry firearms.

Examples of Duties:

Makes patrols, generally by motor vehicles, through assigned areas; watches for
fire, trespassers or other irregularities; prevents acts of theft or vandalism; investigates
suspicious persons or unusual incidents; maintains law and order on premises patrolled;
checks the security of buildings, materials and equipment; responds to complaints and
takes appropriate action; checks crafts or boats to determine whether they are properly
secured at moorings; reports fire hazards, prevents the entry of unauthorized persons to
restricted areas; takes into custody persons who violate laws, rules and regulations and
detains them for military or civil police authorities and/or effectuates a citizen's arrest if
necessary; serves eviction notices; directs traffic within and near parking zones in the
assigned patrol area and enforces traffic rules and regulations; issues citations for
violations of traffic rules and regulations; recommends changes in traffic rules and
regulations when necessary; may carry and use firearms in emergencies; prepares
activity and investigation reports; and may occasionally instruct or oversee the work of
others.



PART | Page 2
SECURITY OFFICER | ‘ 8.665

Knowledge and Abilities Required:

Knowledge of: The general duties of a security guard.

Ability to: Learn law enforcement techniques pertaining to the protection and
security of property; methods of maintaining law and order within premises patrolled;
understand and carry out oral and written instructions; explain to others and apply laws,
rules and regulations; size up situations and people accurately and adopt an effective
course of action; get along well with others; learn to use and care for firearms; and
prepare written reports.

This is an amendment to the class specification for the class SECURITY
OFFICER | approved on January 17, 1956.

Effective Date: July 1, 1979

DATE APPROVED: 12/1/82 /s/ Clement L. Kamalu

for DONALD BOTELHO
Director of Personnel Services



PART II DEPARTMENT OF HUMAN RESOURCES DEVELOPMENT 8.665
STATE OF HAWAII 8.670

Minimum Qualification Specifications
for the Classes:

SECURITY OFFICER |, I1, lil

Registration Requirement
Applicants must be registered as a Guard with the State of Hawaii Board of

. Private Detectives and Guards, in accordance with Act 208, Session Laws of Hawaii
2010.

Experience Requirements

Applicants must have had progressively responsible experience of the kind and
quality described below, and in the amounts shown in the following table, or any
equivalent combination of training and experience.

Class Title Spclzd Supvy Total

Exp (Yrs) | Exp (Yrs) Exp

(Yrs)
SECURITY OFFICER | 1 0 1
SECURITY OFFICER I 2 * 2
SECURITY OFFICER IlI 2 1 3

Specialized Experience: Progressively responsible work experience in the
enforcement of security regulations or in the protection of property.

Supervisory Experience: Experience in directing or supervising personnel in
security duties. This experience must have included responsibility for scheduling and
assigning the work of subordinates; instructing employees in the proper method of
performing the work; and keeping records of work activities.

*For the Security Officer Il level, applicants must possess supervisory aptitude.
Supervisory aptitude is the demonstration of aptitude or potential for the performance of
supervisory duties through successful completion of regular or special assignments
which involve some supervisory responsibilities or aspects of supervision, e.g., by
serving as a group or team leader; or in similar work in which opportunities for
demonstrating supervisory capabilities exist; or by the completion of training courses in
supervision accompanied by application of supervisory skills in work assignments;
and/or by favorable appraisals by a supervisor indicating the possession of supervisory
potential.



PART il Page 2
SECURITY OFFICER I, 11, I 8.665, 8.670, 8.672

Substitutions Allowed

1. Successful completion of a reserve police training course which led to the issuance
of a badge as Reserve Police Officer may be substituted for one (1) year of
Specialized Experience.

2. Successful completion of a two-year or four-year program in police science from
an accredited college or university may be substituted for one (1) year of the
Specialized Experience. :

Quality of Experience

Possession of the required number of years of experience will not in itself be
accepted as proof of qualification for a position. The applicant's overall experience
must have been of such scope and level of responsibility as to conclusively
demonstrate that he/she has the ability to perform the duties of the position for which
he/she is being considered.

Selective Certification .

Specialized knowledge, skills and abilities may be required to perform the duties
of some positions. For such positions, Selective Certification Requirements may be
established and certification may be restricted to eligibles who possess the pertinent
experience and/or training required to perform the duties of the position.

Agencies requesting selective certification must show the connection between
the kind of training and/or experience on which they wish to base selective certification
and the duties of the position to be filled.

Tests

Applicants may be required to qualify on an appropriate examination.

Physical and Medical Requirements

Applicants must be able to perform the essential functions of the position
effectively and safely, with or without reasonable accommodation.

This is an amendment to the minimum qualification specifications for the classes
SECURITY OFFICER |, Il, and IlI, which were approved on May 21, 2012.

DATE APPROVED: 7/1/2013

'BARBARA ACKRIEG/ Director
Depattment of Human Resources Development
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Attachment 16

HCDCH4110(08/2003) Federal

RENTAL AGREEMENT
THIS RENTAL AGREEMENT, made and entered into this day of ‘ ' ,20____, by and between the Housing
and Conmmnunity Development Corporation of Hawaii, a public body and a body corporate and politic of the State ‘of Hawaii, hereinafter referred to as
"Management”, and » hereinafier referred to as."Tenant",
WITNESSETH THAT:

Management rents to Tenant the dwelling unit described below for the term, at the rental, and under the covenants and conditions stated herein.

1. DESCRIPTION OF THE DWELLING UNIT:

Address: . , being a bedroom
umt in Building No. . ]
2. TERM AND RENT. AL The term of this Rental Agreement is for 12 months effective (occupancy
: date) to . The monthly rent effective
is$ and shall be due and payable in advance on the first day of each calendar month. Thxs Rental Agreement is and shall be

renewed annually thereafter. This monthly rent will remain in effect unless it is changed as provided in Paragraph 6 below or this Agreement is
terminated. If the tenancy ends on a date other than the last day of a month, the rent shall be prorated to the last day of the tenancy. In addition -
to the monthly rent as specified, payment shall include amount of utility charges based on the current rate charged by Management for gas
and/or electricity for utility consumption in excess of the allowances provided in Paragraph 10 (g) and other incurred charges. There shall be
allowed a grace period of seven (7) business days for payments due. A tenant receiving welfare financial benefits authorizes Management to
draw monthly rental payments directly from Tenant’s EBT or bank account upon thirty (30) days written notice to Tenant.

3. SECURITY DEPOSIT: Security Deposit to be paid by Tenant shall be $150.00 or one month's rent whichever is lower. The Security Deposit
has not been paid or received as rental and shall not be treated by Tenant as a payment of or offset against rental. The Security Deposit shall be
returned if Tenant performs in accordance with this Rental Agreement and surrenders the dwelling unit and all keys thereto and pays for all
damages at the expiration of this Rental Agreement. If Tenant shall default in the performance of Tenant's covenants including the payment of
rent, then and without waiving any other remedies available to Management, the Security Deposit shall be applled toward satisfaction of the
rent, damages, including loss or removal of property, cleaning of the premises and the restoration of the premises due to damage caused by the
Tenant. Any refund under this Paragraph should be made to Tenant within fourteen (14) days after the termination of this Rental Agreement.
Security Deposit is determined and paid at initial occupancy of Tenant and shall remain the same throughout occupancy.

4. USE AND OCCUPANCY: Tenant shall have the right to exclusive use and occupancy of the dwelling unit subject to the following:
(3) Limited Occupancy: Occupancy shall be restricted to the Tenant and the members of the Tenant's household who are listed on the Tenant's
_most current household composition declaration form(s) as used by Management as updated to show changes in the Tenant's household.

() Guests and Visitors:

(1) Tenant may accommodate Tenant's guests and visitors without prior written Management consent on a limited basis not to exceed one
m mght For periods exceeding one (1) night, prior written Management consent is required.

(2) Tenant shall be fully responsiblé for the conduict of Tenant's guests and visitors while they are on the Project prcmises

(c) Tenant's failure to obtain prior consent of Management as required by this Secnon for use and occupancy of dwelling unit may result in
termination of this Agreement.

S. ELECTRICITY, GAS, AND WATER
(a) For Management-furnished utilities, Management shall pay for and furnish to Tenant water, gas and electricity in accordance with the
applicable schedule of utility all For Tenant-purchased utilities, Management shall provide an allowance in dollars for water, gas
and electricity in accordance with the applicable schedules. Said schedules shall be posted in the Project Office (See Paragraph 10 (g)).

(b) Management shall charge Tenant for the consumption of excess gas and electricity as prov:ded in the schedule of utility allowances and
charges for excess utilities as posted in the Project Office. These charges shall be due and collectable the month in which the charge is
made. Management shall accept rental payments without regard to such charges awed by Tenant if Tenant has filed or has the right to file
a grievance under Management’s Grievance Procedure.

6. ELIGIBILITY REEXAMINATIONS AND RENTAL ADJUSTMENTS:

‘(a) Eligibility Reexaminations. Tenant shall participate in reexaminations in accordance with Rules and Regulations available in the Project
Office, Management Will notify Tenant when a reexamination of the family income and composition is required to verify eligibility,
dwelling size and rent to be paid. Reexaminations initiated by Management will normally occur annually but they may be scheduled earlier
or later depending upon special circumstances described in the Rules. Immediately following completion of the reexamination, Tenant will
be provided written notification concerning Tenant eligibility status and any change to be made in the rent or size of the unit occupied.

(b) Interim Re-determination of Rent.

(1) Atany time between required reexaminations, Tenant may initiate a re-determination of rent when there is a change in Tenant family
circumstances (such as a decrease in income) which will decrease Tenant annual income for rent as described in the schedule of rents
available in the Project Office. In the event rent is decreased in accordance with this provision, Tenant agrees to report any change in
Tenant family circumstances which occurs prior to the next regular reexamination, which will increase Tenant annual income and rent,
will be appropriately adjusted. Tenant shall report all changes within ten (10) business days.

(2) At any time between required reexaminations, Management may initjate a re-determination of rent to correct errors or to investigate
alleged undercharging because Tenant has submitted false information or has withheld valuable information or has made willful
misstatements.

(c) Effective Date of Rent Ad_)ustments

(1) Whenever there is a change in the monthly rent, Management will deliver to or mail to Tenant, a written notice reflecting change.

(2) Rent adjustments resulting from Management initiated reexaminations in Paragraph 6 (a) above will be effective the first of the month
of the established reexamination date.

(3) Interim decreases in rent resulting from a re-determination as provided in Paragraph 6 (b) above will be effective the first of the month
following the mionth in which a change, which justifies a decrease, is reported to Management. Decreases will be made retroactive
only to correct an-error.



(4) Interim increases resulting from a re-determination under Paragraph 6 (b) above will be effective the first of the second month
following the month in which the change occurs. Retroactive rent increases will be made in case of failure to report changes, which
would have resulted in rent increases, as agreed in Paragraph 6 (b) (1). Retroactive increases may also be made if Tenant has been
undercharged due to an error or misrepresentation on the part of Tenant or any occupant of the dwelling unit.

(5) When Management re-determines the amount of rent payable by the Tenant or determines that the Tenant must transfer to another unit
based on family composition, Management shall notify the Tenant of Management’s specific grounds of the determination and if
Tenant does not agree with the determination, Tenant has the right to request a hearing under the Grievance Procedure.

7. MANAGEMENT'S OBLIGATIONS: Management agrees to supply and maintain fit premises. Management shall, at all times during the term of
this Rental Agreement; perform the following: .

(@
®)

©
@
@©

®

Maintain the Project in a decent, safe, and sanitary condition;

Comply with all applicable laws, rules, regulations, and ordinances of governmental authorities goVerning maintenance, construction, use,
or appearance of the dwelling unit and the premises of which it is a part, noncompliance with which would have the effect of endangering
health or safety; ' ’

Make all repairs and arrangements necessary to put and keep the premises in a habitable condition;

Maintain all electrical, plumbing, and other facilities and appliances supplied by Management in good working order and condition,
subject to reasonable wear and tear;

Provide and maintain appropriate receptacles and conveniences (except containers for the exclusive use of an individual Tenant family) for
the removal of normal amounts of rubbish and garbage and arrange for the frequent removal of such waste materials; and :

Keep Project buildings, facilities and areas not otherwise assigned to the Tenant for maintenance and upkeep in a clean and safe condition.

8. TENANT'S OBLIGATIONS: Tenant shall, at all times during the term of this Rental Agreement, perform the following obligations:

@
®)
©

@

G}

With prior written consent of Management, members of the household may engage in legal profit making activities in the dwelling unit,
where Management determines that such activities are incidental to primary use of the unit for residence by members of the household;

Report changes in family income, assets, and employment and heusehold composition as required by Management to determine Tenant's
rental rate and eligibility for continued occupancy; changes shall be reported within ten (10) business days;

Not permit any person to occupy the dwelling unit other than persons listed on the most current household composition form(s), except that
with prior written consent of Management, a foster child/adult or a live-in aide may reside in the unit;

Observe all applicable laws, rules, regulations, and ordinances of governmental authorities that pertain to and establish standards for
residential accupants; : :

Abide by the Project Rules and all applicable rules, regulations, and supplemental agreements that shall be available at the Project Office

and incorporated by reference herein;

®

®

®

®

®
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Pay for repair of all damages to the dwelling unit or to any appliances or equipment furnished by Management, in excess of ordinary wear
and tear, and for any repairs to the Project buildings, facilities, or common areas, required because of the wrongful act or negligence of
Tenant, Tenant's household, guests, or visitors; ’

Not commit or suffer any damage to the dwelling unit, any act that shall cause increase in the premiums for fire and other casualty
insurance on the building, or any noise or nuisance to the disturbance of other Tenants of the Project;

Not make any alterations or additions to the dwelling unit, including the installation of any additional locks, bolts, screws or other fixtures,
or any decorations therein which shall damage or deface the doors, windows, walls, or floors without obtaining Management's prior written
consent; R

Not assign this Agreement or sublet the dwelling unit;

Peaceably surrender the dwelling unit to Management in good order and condition, except for ordinary wear and tear, and return all keys
thereto upon the termination of the tenancy for any cause;

Keep the dwelling unit and such other areas as may be assigned to Tenant for Tenant's exclusive use in a clean, sanitary and safe condition;
Dispose of all ashes, garbage, rubbish and other waste from the premises in a sanitary and safe manner;

Use only in a reasonable manner all electrical, ptumbing, sanitary, ventilating, air conditioning and other facilities and appurtenances
including elevators; .

Refrain from and cause Tenant household members and guests to refrain from destroying, defacing, damaging or removing any part of the
premises or Project; .

Conduct himself and cause other persons who are on the premises with Tenant consent to conduct themselves in a manner which will not
disturb Tenant neighbors’ peaceful enjoyment of their accommodations and will be conducive to maintaining the Project in a decent, safe
and sanitary condition, and not loiter or drink alcoholic beverages in the project’s common areas as defined in the Project Rules;

Assure that Tenant, any member of the household, a guest or another person under Tenant control, shall not engage in:

(1) Any criminal activity or alcohol abuse that threatens the health, safety or right to peaceful enjoyment of Management's public housing
premises by other public housing residents or neighboring residents or employees of Management, or

"(2) Any drug-related criminal activity on or off such premises.

@

Management will immediately seek termination of the Rental Agreement if it determines that any member of the household has ever been
convicted of drug-related criminal activity for the manufacture or production of methamphetamine on the premises of federally assisted
housing. Any drug-related criminal activity in violation of this section shall be cause for termination of tenancy and for eviction from the
unit. Management has the discretion to consider all the circumstances and effects of the violation.

Agree to transfer to an appropriate size dwelling unit based on family composition, upon notice by Managerhent that such a dwelling unit.is
available; R :



®

®

®
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Not keep or permit to be kept any animal, as a pet or otherwise, in or about the dwelling unit, except as provided by law and, in all other
housing, in accordance with the Pet Policy which is incorporated by reference;

Reftain from storing any unlicensed, inoperable or abandoned vehicle on the Project premises; and if the vehicle is required to be towed

" by Management, upon billing, Tenant shall pay for any charges incurred by Management;

Comply with all obligations ixnposed upon Tenants by applicable provisions of building and housing requirements of applicable building
codes, housing codes, health codes, materially affecting health and safety;

Comply with all HUD regulations permining to the requirement that all adult household members, unless exempt, participate for at least
eight hours per month in community service or an economic self-sufficiency program; non-compliance will result in denial of Icase

renewal and

Must be physically present and residing in the dwellmg unit.

ENTRY OF PREMISES:

@

®)

©

Management shnll, upon reasonable advance notification to the Tenant, be permitted to enter the dwelling unit during regular business
hours to examine the condition thereof, or to make necessary improvements or repairs or to show the premises for re-leasing. A written

statement specifying the purpose of the entry delivered to the premises at least two (2) days before such entry shall be considered
reasonable advance notification;

Management may enter the premises at any time without advance notification when there is reasonable cause to believe that an emergency
exists;

In the event.that the Tenant arid all adult members of Tenant houschold are absent from the premises at the time of entry, Management
shall leave on the premises a written statement specifying the date, time and purpose of entry prior to leaving the premises.

MUTUAL COVENANTS: Management and Tenant mutually agree as follows:

@

®

©

@

(e)

®

®
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Tenant acknowledges receipt of a copy of the Project Rules and agrees that the Project Tenant Association by majority vote of all Tenants
of the Project and with approval of Management may amend such Rules from time to fime. Any such amendment shall be effective ten (10)

days after a copy thereof is conspicuously posted in the Project Office and delivered to Tenant or mailed to Tenant at the address of the
dwelling unit; .

Any notice requlred hereunder to Tenant sha]l be sufficient if delivered or mailed to Tenant. If Tenant is wsually impaired, Tenant may
request all notices in an accessible format. Notice to Management shall be sufficient if personally presented in writing to Management
dunng regular business hours at the Project Office, or mailed to the Project Manager;

Management and Tenant or Tenant's representative shall jointly inspect the dwelling unit on or before the occupancy date. Management
shall give a written statement describing the condition of the dwelling unit and its equipment. The statement shall be signed by the Tenant,
and a copy of the statement shall be retained by Management in the Tenant's folder. Upon termination of this Agreement, Management will
inspect the dwelling unit and give the Tenant a written statement of the charges, if any, for which the Tenant is responsible. The Tenant or
Tenant representative shall be notified of the date and time for the mspectlon and may participate except, if the Tenant vacates without
notice to Management;

Tenant shall keep Tenant property, including automobile, household furiture, personal effects and valuables in the dwelling unit and on
Project premises at Tenant risk, and Management shall not be liable for loss or any damage thereto by theft, fire, water or any other cause;

Management shall not be liable to Tenant or any other person for the temporary failure of the gas, electric or water service, or from failures
or breakdown of any appliance or equipment, not caused by any act or omission of Management. If any of the electrical and other
appliances and equipment furnished for the use of Tenant shall become unserviceable, Management shall have 2 reasonable time after
notification to determine whose responsibility it is and have the same repaired or replaced;

In the event the premises are damaged to the extent that conditions are created which are hazardous to the life, health or safety of Tenant,
the following provisions shall apply:

(1) Tenant shall immediately notify Management of the damige;

(2) Management shall be responsible for repair of the unit within forty-eight (48) hours, provided that if the damage was caused by
Tenant, Tenant's household member or guests, reasonable cost of repairs shall be charged to Tenant'

(3) Management shall offer standard altematlve accommodations, if available, in circumstances where necessary repairs cannot be made
within forty-eight (48) hours; and

(4) In the event that repairs are not'made or alternative accommodations are not provided within forty-eight (48) hours, Tenant may

" request abatement of rent in proportion to the seriousness of the damage and loss in value as a dwelling which proportion shall be

* determined by mutual agreement of Tenant and Management or through the Grievance Procedure, except that no abatement of rent
shall occur if Tenant rejects the altemative accommodation or if the damage was caused by Tenant, Tenant's household or guests;

Schedules of special charges for services, repairs and utilities and rules and regulations that are incorporated by reference herein shall be
publicly posted in a conspicuous manner in the Project Office and shall be furnished to Tenant upon request. Such schedules and rules and

- regulations may be modified from time to time and Management shall give at least thirty (30) days written notice to Tenant setting forth the

proposed modifications, if applicable to Tenant, and the reasons therefore. Management shall provide Tenant an opportunity to present
written or oral comments,. WhICh shall be taken into consideration prior to proposed modifications becoming effective. A copy of such
notice shall be:

(1) Delivered directly or mailed to Tenant; or

(2) Posted in at least three'(3) conspicuous piaces within each structure or building in which the affected dwelling unit is located, as well
as in a conspicuous place in the Project Office;

A_ccentance of payment by Management shall not be deemed a waiver by it or of any prior breach by Tenant;
If the rent or any amount hereunder is not paid within ten (10) days of lease termination date, Management may employ a collector and/or

attorney to collect the same, and Tenant will pay a reasonable attomey's fee or commission not exceeding 25% of the unpaid principal
balance together with all costs and interest at the maximum percentage allowable by State Law per annum until the amount is paid in full;
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Tenant shall, before quitting the dwelling unit, give Management written notice of intention to do so at least twenty-eight (28) days before
vacating the unit. Management shall give thirty (30) days notice to Tenant before requiring him to vacate the dwelling unit for any good
cause other than failure on the part of Tenant to observe or perform any covenant herein;

It shall be good cause for Management to terminate this Agreement if:

(1) Tenant fails to provide family income, assets, employment and composition information and documentation to enable Management to
determine Tenant's rental rate and the eligibility of Tenant for continued occupancy; :

(2) Tenant's household no longer conforms to the occupancy limits, established by Management for the unit occupied by Tenant and
Tenant refuses to move to the first appropriate size unit offered;

(3) Tenant refuses to move for reasons including but not limited to for health and safety, repair, abatement, construction or renovation of
unit;

(4) Tenant is ineligible for continued occupancy;

(5) At the time of admission, reexamination, interim, or at any other time Tenant has submitted false information or has withheld valuable
information or has made willful misstatements;

(6) Tenant repeatedly violates any material term of this Rental Agreement, including chronic failure to pay rent on time and in full when
due; and :

" (7) Tenant fails to accept Management’s offer of a revision to the existing Rental Agreement. Such revision must be on a form adopted

O

by the agency in accordance with regulations. Management must give Tenant written notice of the offer of revision at least sixty (60)
calendar days before it is scheduled to take effect. The offer must specify a reasonable time limit within that period for acceptance by
the Tenant. ’

In case of any default by Tenant in the payment of rental or the observance and performance of any covenant herein, Management shall
notify Tenant of the default in writing and shall specify the time within which the default and noncompliance must be remedied and

" corrected. If Tenant fails to remedy and correct the default and noncompliance within the time specified in the notice, Management may

(m)
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terminate this Rental Agreement; however, Management shall not terminate or refuse to renew this Rental Agreement other than for serious
or repeated violation of material terms of this Rental Agreement such as failure to make payments due under this Rental Agreement orto
fulfill Tenant's obligations set forth herein or for other good cause. Management shall give written notice of proposed termination of this
Rental Agreement of: )

(1). Fourteen (14) days in the case of failure to pay rent;

(2) A reasonable period of time considering the seriousness of the situation (but not to exceed thirty [30] days): (1) If the health or safety
of other residents, Management’s employees, or persons residing in the immediate vicinity of the premises is threatened; (2) If any
member of the household has engaged in any drug-related criminal activity or violent criminal activity; or (3) If any member of the
houschold has been convicted of a felony;

(3) Thirty (30) days in all other cases. The notice of proposed termination shall state reasons for the proposed termination of this Rental
Agreement, shall inform Tenant of Tenant's right to make such reply as Tenant may wish, of Tenant's right to request a hearing in
accordance with the Grievance Procedure, and Tenant's right to examine and copy at Tenant's expense, Management's documents
directly relevant to the termination or eviction. Tenant shall be entitled to a hearing in accordance with the Grievance Procedure
before the termination of this Rental Agreement becomes final. Management's repossession of the dwelling unit shall be without
prejudice to any other remedy or right of action for arrears of rent and other breach of covenant or condition;

(4) In the event that Management seeks to terminate Tenant’s Rental Agreement, Tenant must be afforded the opportunity for a pre-
eviction hearing in accordance with the Grievance Procedure. The notice of termination of the Rental Agreement shall inform the
Tenant of Tenant’s right, before a hearing or trial, to request, examine, and copy, ‘at Tenant’s expense, Management’s documents
which are directly relevant to the termination of tenancy. If Managemient does not make the documents available to Tenant’s
examination upon request, Management may not proceed with the termination of Tenant’s Rental Agreement.

Management shall not be liable to Tenant or to any occupant of the dwelling unit for it’s employee(s), agent(s), visitor(s) or invitee of any
or them, for any loss or damage caused by or arising out of acts, omissions or neglect of Tenant or any occupant of the dwelling unit, and
Tenant shall hold Management harmless from any and all claims.for such loss or damage; :

All grievances arising under this Agreement shall be processed as described in Management's Grievance Procedure in effect at the time the
grievance is filed. The current procedure is available in the Project Office and is incorporated herein by reference;

Any modification of this Rental' Agreement shall be accomplished by a written supplemental rental agreement executed by both parties
except for adjustment in rent under Paragraph 6;

This Rental Agreement includes the following documents attached hereto and incorporated by reference herein:
(1) Project Rules @

(2) Grievance Procedures (5)
(3) PetPolicy ©)

In case this Rental Agreement is executed by more than one person as Tenant, the provisions herein shall bind them jointly and severally.

IN WITNESS WHEREOF; the parties hereto have d this Rental Agr in duplicate as of day and year first above written.

HOUSING AND COMMUNITY DEVELOPMENT
CORPORATION OF HAWAII

By

Its Project Manager

Tenant

Tenant



Attachment 17

Years 2015 and 2016 www.dhrd.hawaii.gov
Holidays to be observed by the Website where State Holiday Schedule posted

HAWAII STATE GOVERNMENT
Year 2015 HAWAII STATE HOLIDAYS

{Hawaii Rev. Statutes, Sec. 8-1) Day Observed in 2015 Official Date Designated in Statute/Constitution
New YearsDay...........0.......................Jan. 1 Thursday................ The first day in January

Dr. Martin Luther King, Jr. Day................ Jan. 19 Monday................ The third Monday in January
Presidents’Day..............ccocovei i, Feb. 16 Monday................ The third Monday in February

Prince Jonah Kuhio Kalanianaole Day...... Mar. 26 Thursday.............. The twenty-sixth day in March

Good Friday.......cocooceiiii v W AP 3 Friday. The Friday preceding Easter Sunday
MemorialDay.................. .o e v veveen oo May 25 Monday................ The last Monday in May /
King Kamehameha I Day....................... June 11 Thursday..............The eleventh day in June
Independence Day.............................. July 3 Friday.................... The fourth day in July

Statehood Day............ccoooiiin Aug. 21 Friday.................. The third Friday in August
LaborDay.........coocviiviiiiicn . Sept. 7 Monday .. The first Monday in September
Veterans’Day......................................Nov. 11 Wednesday...........The eleventh day in November
Thanksgiving.......coooiiiiiii i e s Nov. 26 Thursday.............. The fourth Thursday in November
Christmas.........cocieii Dec. 25 Friday.................. The twenty-fifth day in December

Year 2016 HAWAII STATE HOLIDAYS

(Hawaii Rev. Statutes, Sec. 8-1) Day Observed in 2016 Official Date Designated in Statute/Constitution
New Years Day.............c....cccceveenn o dan. 1 Friday... ... .............. The first day in January

Dr. Martin Luther King, Jr. Day................ Jan. 18 Monday................ The third Monday in January

Presidents’ Day.........ccocovveiiniiiiiiien, Feb. 15 Monday................ The third Monday in February

Prince Jonah Kuhio Kalanianaole Day...... Mar. 25 Friday.................. The twenty-sixth day in March

Good Friday........ccoocevvee i Mar. 25 Friday.................. The Friday preceding Easter Sunday
Memorial Day..................ccccecevveeooo..... May 30 Monday................ The last Monday in May

King Kamehameha | Day....................... June 10 Friday.................. The eleventh day in June

Independence Day.............cccoeieeieinnnnn, July 4 Monday...................The fourth day in July

Statehood Day...........ccoeco e iivvn i AUg. 19 Friday... ...l The third Friday in August
LaborDay.......c..cooeoiveviiinen e .Sept. 5 Monday.......e The first Monday in September

General ElectionDay................c.ccoeee . Nov. 8 Tuesday.................The first Tuesday in Nov. following the first
Monday of even-numbered vears. (Hawaii State Constitution, Article 2 — Section 8)
Veterans'Day................eeceo oo e .Nov. 11 Friday.......... The eleventh day in November
Thanksgiving......coovve v, Nov. 24 Thursday.............. The fourth Thursday in November
Christmas.........ccocoiiiiii i Dec. 26 Monday.............. The twenty-fifth day in December

FOOTNOTES: For use solely by State government agencies. Federal government and local banking holidays may differ. For State agencies that
operate on other than Monday-Friday 7:45 AM to 4:30 PM schedules, also refer to appropriate collective bargaining agreements. Created by the
Department of Human Resources Development 10/1/2014; subject to change.
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